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Figure 1. Sample Agenda Format for a Board Meeting.
 Time Item By 
	 6:00	pm	 Call	to	Order	 Doe
	
	 6:00	pm	 Minutes	of	Last	Meeting	 Smith
	 6:05	pm	 Approval	of	Agenda	 Doe
	 6:10	pm	 Approval	of	the	Budget	(Action)	 Doe
	 6:20	pm	 Plans	for	New	Accounting	System		 Jones
	 	 Adoption	(Information)
	 6:50	pm		 Report	from	Lender	(Information)	 Banker
	 7:05	pm	 Accounts	Receivable	Problem	(Action)	 Smith
	 7:20	pm	 Report	from	Branch	Manager	(Information)	 Ingles
	 7:30	pm	 Old	Business	 Doe
	 7:35	pm	 New	Business	 Doe
	 7:40	pm	 Adjourn	 Doe	 	
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